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ANNUAL HEPOKT 
of the 
PUBLIC SERVICE COMMISSION 
for the year ended December 3lst, 1954 





The Public Service Conmission (which, prior to May lst, 
1954, was designated the Civil Service Commission) has been func~ 
tioning substantially on its present basis for a period of three 
and a half years, During that time it has sought to promote and 
implement within the provincial service various principles and 
procedures in personnel administration which are to-day generally 
recognized as necessary for the attainment of efficiency and econ~ 
omy in large-scale public service organizations, During 1954, 
considerable progress in that direction was made, 

This was largely due to the fact that the Commission's 
position as the central agency responsible for the general direc~ 
tion and oversight of personnel administration in the provincial 
service was strengthened by the changes made in The Public Service 
act during the 1954 session of the Legislative assembly. The re- 
vised act passed at that session clarified and extended the func- 
tions of the Commission, It also eliminated certain duplications 
of responsibility as between the Commission and the Director of 
Personnel which had formerly been evident, and it facilitated the 
application of various desirable methods and procedures for which 
statutory authority had previously been doubtful or lacking. 

another condition which enabled the Commission to make 
better progress along the path of general administrative improve- 
ment was the attainment during 1954 of a state of relative stabil- 
ity in the service, By the middle of the year, the personnel pro- 
blems connected with post-war expansion and staff shortages had 
largely subsided and staff numbers in most departments had been 
brought up to par, The consequent reduction in the time previously 
spent on special and emergent questions relating to recruitment, 
placement, promotion and classification enabled the Commission to 


devote more attention to questions of general administration, 
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It is thought desirable in this report to review in 
some detail the main aspects of provincial personnel administra~ 
tion and to indicate the present position and prevailing policies 
in connection with each, The subject matter of the report is 
therefore arranged under a number of general headings with that 
in mind, 

Statutory Changes and Their Effects, It seems advisable first 
to outline the statutory provisions under which personnel admin- 
istration in the provincial service is now conducted and to trace 
their evolution from those of the past. In that way the general 
objectives sought can best be indicated, 

The original Public Service act, passed in 1906, simply 
designated the departments whose employees collectively constituted 
the public service, provided that appointments to the public ser- 
vice should be made and that salary rates should be fixed by order- 
in~council and contained certain broad provisions with regard to 
the organization of departments, the management of staffs, hours 
of attendance, vacations and sick leave and the transfer and sus- 
pension of employees, It contained no provisions with respect to 
recruitment, examination of applicants, employee qualifications, 
classification of positions, promotions or employer-employee 
negotiations nor for any over-all system of personnel administra- 
tion, There was nothing to assure that in filling positions the 
best-qualified applicants would be chosen, that salary rates 
would be commensurate with duties and responsibilities, that ef- 
ficiency would be encouraged or rewarded or that the employees 
would have a voice in matters affecting their livelihood, 

The effects of these deficiencies in The Public Service 
act led in 1918 to the enactment of The Public Service Efficiency 
act which provided for the broad classification of positions and 


the conjunctive application of a system of pay-scales, This act 
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also authorized the appointment of a Civil Service Commissioner 
whose duties were to be primarily those of an efficiency officer, 
Only in a limited sense was he envisaged as a personnel adminis- 
trator as that term is understood to-day, 

Although the enactment of The Public Service bfficiency 
act and its subsequent implementation had some salutary effect, 
it still left several gaps in the personnel administration scheme 
and even in its explicit aims fell short of realization, So far 
as the improvement of efficiency was concerned, there was little 
that the Civil Service Commissioner could actually do, He had 
fairly effective policing powers with respect to attendance and 
punctuality but the responsibility for management and the conduct 
of business still necessarily rested with the head of each depart- 
ment and his senior officers, and any investigation attempted by 
the Commissioner with a view to "systematizing the work of the 
department" or "improving the organization of business methods 
therein" or promoting "the co-ordination of work or the reduction 
or re-organization of staffs" was more likely to be resented than 
welcomed, The possibilities of making a classification and pay 
plan work were little better, as the act only went so far as to 
authorize the Commissioner to prepare such a plan and made no 
provision for its implementation, It was still apparently left 
to the heads of departments to decide whether it should be applied, 
and a plan which was actually prepared after the act was passed 
was so widely ignored as to be practically a complete waste of 
effort. 

The next major move in personnel administration was 
made in 1922, when The Superannuation act was passed, Although 
the pension benefits provided were on a very modest scale, this 
legislation was generally welcomed and helped considerably in 
promoting stability in the service. It was also noteworthy as 
being the first official recognition of the principle of employee- 


participation in matters affecting the welfare of personnel, inasmuch 
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as one of the members of the Board set up to administer the 
Act was required to be an employee representative, 

another step in the latter direction was taken in 1938 
when The Public Service act was amended to provide for the estab~ 
lishment of the alberta Civil Service Joint Council, a negotiating 
body on which management and staff were represented by three mem- 
bers each, with functions similar to those of the Whitley Councils 
established in the British civil service, This body had originally 
come into existence in 1923 by arrangement between the Government 
and the Civil Service association, but not until some time after 
its statutory establishment did it become satisfactorily effective. 
apart from this, the personnel administration system remained sub- 
stantially unchanged from 1922 until 1943. Meanwhile, the service 
was growing both in its functions and its numbers, and it was 
gradually becoming more and more evident that the administrative 
machinery was unequal to the increasing strains placed upon it. 

In 1941 it was decided that an effective position- 
classification and pay plan should be established, and a three- 
member Salary Survey Committee was appointed to undertake that 
task, Up to that time salary rates had been only approximately 
related to duties and responsibilities, and disparities in pay 
were a frequent source of complaint and unrest, On the basis of 
the duties and responsibilities entailed and the qualifications 
required, each position under the purview of the Civil Service 
Commissioner was carefully appraised by the Salary Survey Com- 
mittee and a schedule of classification based on work functions 
was drawn up. Hach class in the scnedule was segregated into 
grades rated according to levels of responsibility, and appro-~ 
priate minimum, maximum and intermediate rates of pay for each 
grade were specified, The Committee's proposals were accepted 
by the Government and implemented by order—in-council on January 


1st, 1943. 


er 





one tolniittimiz: od Qe. 186 paack ected. To, Sroomag, aid, 10, otto: Be. 
oubthuneceige: eoaigme os od od. bemiepin: Say 70m 
“es: ect! Cia eaw noLrsetA wired: add ak qeie Terror. 


win te a) atti nel eb iva, od: Sakae: Geet: Jon acivie. othe: Ont BOERS, 


sonal a 


anitviconwr ». ,LiveveDd ditel. se fy tas: fivkd adaedin Sid; 1; tremde LL. 
nee owt yo. hegnesetqes: Sreu “Wede baa Japmsgensm: Sofi; I WEP: 


Uo yedidiie. edt to saci. ot: qoligta eaotdpoaut, 1, Qe, aned 


AEE Bes eh 
wetentiginy bas. wed. 4 fel wectvise Links reli edt a beset lon sar. 


freanioowe® eit meewled taseanewie yd ES@t af eons sa ixe. Clg Samney 


. 


tov outy ance. Lider dom tud yrotteiseapa Go Ly tes LiGGS, Bal Vie 


= 
oviteoTie videutsalelied eimoed $f bi, dopmiaiidsdee Yio i Seta, OEE 


atuin beriase? modeye moiteroutuinde Longas 19g ois . etn Seah Sa, 


ah 


r 


acieise odd ,oficwmer:  .f901 Lidnu SSOL mon) beaggeogy Yai ae 


wt 


caw gL bus ,eredeum efi one esate’ edt ok atec grtwotg 26% 


; ’ 5 ; Ee ee ae a 6 - 
tetdetntube odd Jens anebive oted pes etOn gilaoaad (LEY DRAG, 


‘3 
ee 
Ben 


.32 oogy becala enistse oriseovent etd of Javpeny sam UyeA LS 
sMktteey avigselie as tadi bebioeb saw vf Luel sh 

eeextd # baa ,bereétidadee ec bLvotle Arte yoq bre notteg ey ieeate 
tes ededtebau et beiniaque caw sett inmed yawn? veloc tedusm 

vistsoixetdeds vino need bat estat “ipiag eqid tant of qU ped 
yey at eeitivayealb boe .2eisid ig ignuegee Die evtiub of bedsist 


$e aived ods oO 8 .dnetmy bas Jagelomop Yo eotune daeupet} 5 otew 


enoiia>®iiiags edi tse Selielue volsifieigggaaey bas eeigub edt 


soiwre® Libyld ed? to «etry eit tebe Doltieeg dose ,betiopes 
aod wove. wiales wis yd bestatggs ydiwiewo asw senoinsjaiog 
“ayers wit do cemraieaae rhatharty Sei aera Dh Rah 





=~ 5 - 

Similar schedules were afterwards prepared separately 
for public health institution employees, provincial gaol employees 
and other groups not under the purview of the Commissioner, The 
effect of these measures upon the service generally was beneficial, 
inasmuch as salary disparities were considerably reduced and the 
establishment of specific pay scales facilitated recruitment of 
new staff, but those advantages were soon afterwards submerged 
by the effects of the current general demand for personnel and 
rapidly rising living costs, For several years after the initial 
implementation of the schedules, those factors enforced repeated 
upward revisions of the pay scales in order to enable the Govern= 
ment to obtain and hold its personnel against the competition of 
other employers, To avoid drastic revisions of the schedules 
and in the expectation that prices and wages would fall after 
the end of the war, a system of cost-of-living bonus payments 
which, it was thought, would within a few years die a natural 
death, was early introduced, But the bonus system is still with 
us, and it is still too soon to say whether the last of the post- 
war series of pay-scale revisions has been made, 

The classification and salary schedules were originally 
prepared under the authority vested in the Commissioner by The 
Public Service Efficiency act, the status of the other members 
of the Salary Survey Committees being that of advisers, It soon 
became evident that future revision and maintenance of the sche- 
dules, particularly during a period when the service was far 
from static, would require the continued services of a similar 
body on which the employees could be represented, The placement 
in the service of returned veterans after the war also created 
certain prohlems that could best be dealt with by some form of 
personnel committee, The service, moreover, had grown and be~ 
come diversified to such a degree that questions connected with 
personnel administration were placing too heavy a demand upon the 


time of the Executive Council and some delegation of that work 
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was necessary, These were the main considerations that led to 
the original establishment of a Civil Service Commission on a 
part-time but continuing basis in 1947, 

In that year, both The Public Service act and The Pub~ 
lic Service Efficiency Act were rescinded and a new Public Service 
act was passed, Under that act, the Civil Service Commissioner 
was given the new title of Director of Personnel, in which capacity 
he continued to be responsible for personnel administration in its 
Specific phases, although the act contained no direct reference 
to recruitment procedure, he was assigned the new duty of testing 
and examining applicants for employment, For the first time, too, 
the act provided for the selection of appointees on the basis of 
their qualifications for the positions being filled and specified 
the principles according to which promotions were to be made, In 
those respects the act validated policies which had previously 
been adopted and had to some extent already been put into practice, 

The act also provided for the appointment of a three~ 
member Civil Service Commission to act as an advisory and investi- 
gative body on personnel matters and as a board of review and ap= 
peal on questions of classification and discipline, This latter 
function precluded the Director of Personnel from membership, 
since the preparation and application of the classification and 
pay schedules continued to be part of his duties, One of the 
members of the Commission was required to be a representative 
of the employees, nominated by the Civil Service association, 
and the Chairman of the Veterans! advisory Committee was appointed 
as one of the Government's nominees, 

In the same year the Legislative assembly also rescinded 
The Superannuation act and enacted inits stead The Public Service 
Pension act which provided for retirement benefits on a more gen» 
erous scale, One valuable result of this change was that it aided 
the retention of a number of senior personnel who might otherwise 


have entered more lucrative employment and whose loss to the ser= 
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vice would in some cases have been serious, Taken altogether, 
the legislative changes made in 1947 represented a big step for- 
ward in the direction of improvement of efficiency standards and 
administrative methods, It remedied most of the deficiencies in 
the earlier legislation and, by affirming principles on which 
satisfying careers in the provincial service could be built ac- 
cording to qualifications, experience and efficiency, it gave 

the service a greater measure of stability and led to improvement 
in the quality of the service rendered to the public, 

When the classification and salary schedules were first 
implemented, it was assumed that they would hold good without 
major alteration for some time to come, but the error of that 
assumption soon became evident, Wage and salary rates in gen- 
eral continued to rise, enforcing several wholesale revisions of 
the schedules, and the growth of the service after the war and 
“numerous changes in departmental organization necessitated the 
re-classification of many positions and the addition to the 
schedules of various new types of positions, The volume of 
work which these processes entailed was such that when in 1947 
it devolved upon the Commission, it immediately became the Com~ 
mission's major function and has remained so up to the present 
time, 

Under those conditions it was difficult for the Com- 
mission, operating part-time, to devote proper attention to other 
personnel matters, and in 1951 it was decided to make the Chaire 
man's position a full-time appointment, at the same time, in 
order to connect the work of the Commission more closely with 
that of the Director of Personnel, the latter was appointed to 
the Commission in place of the Chairman of the Veteran's advisory 
Committee, These arrangements facilitated the practical handling 
of personnel matters, but as they differed somewhat from those 
which had been contemplated when the act was passed in 1947, it 


was later found advisable to confirm them by statutory amendment 
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and to define more precisely the duties of the Commission and 
the Director of Personnel, 

That was done in 1954 by passage of a revised Public 
Service act, under which the Commission was made responsible for 
dealing with all personnel questions of a general character, as 
well as the detail work relating to classification, In that 
sphere the Chairman acts as the executive member of the Commis= 
sion, while the Director of Personnel has charge of the specific 
application of the act and regulations to those employees placed 
under his administrative purview. The revised act also made a new 
provision for the development of recruitment policies and proced- 
ures, and specified more explicitly the procedure to be followed 
in making promotions, The Commission's former appeal-board funce 
tions with respect to questions of classification and discipline 
were transferred to the Joint Council and the other functions of 
the Joint Council were more precisely stated. The act alsa 
changed the name of the Commission to "Public Service Commission" 
to distinguish it from the Canadian Civil Service Commissien, 

Judging by the Commission's experience during the lat~ 
ter part of 1954, it is believed that the legislation now in 
force provides for an effective and comprehensive system of per~ 
sonnel administration in the provincial service. Its full appli- 
cation has not yet been realized, mainly because suitable office 
facilities for the Commission and its staff are still lacking, 
but in its more important aspects good progress has been made, 


as the further sections of this report will indicate, 
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Classification and Salary Schedules 


The first classification and salary schedule prepared 
by the Salary Survey Committee in 1942 dealt with those employees 
who were under the direct administrative purview of the Civil 
Service Commissioner - that is, broadly speaking, the adminis~ 
trative, clerical, inspectional and professional groups in the 
public service, The salary scales established for these employ= 
ees, as revised fran time to time, are set out in a schedule now 
known as the General Salary Schedule. Since the first edition 
was prepared, this schedule has undergone six major revisions, 
each for the purpose of re-establishing pay scales at reasonably 
competitive current levels, Numerous minor adjustments have 
also been made in the schedule, generally in order to keep the 
pay-rates for particular classes of employees on a comparable 
basis with salaries available elsewhere, So far as future re- 
visions of the schedule are concerned, it would appear that sal- 
ary and wage rates in general are, for the time being at least, 
at the end of their upward trend, and that as long as this state 
of relative stability continues, the schedule will remain substan- 
tially as it is now, 

Concurrently with the broad revisions made in the Gen- 
eral Salary Schedule, as many as three general revisions have 
been made from time to time for similar reasons in the special 
schedules which apply to institutional and industrial staffs. 
as the number of different classes of employees covered by each 
of those schedules is relatively small, and the duties of most 
positions can be clearly defined, it has been found feasible in 
those classes to relate job classifications to pay-scales in a 
more precise manner than can be done with regard to positions 
under the General Schedule. Hach of the special schedules, in 
fact, sets out the classification of the positions as well as 
the pay scales applicable to each, 

*See appendix 1, 
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The classification of positions under the General Sched= 
ule is less rigidly formulated, being based on certain key groups 
at various levels which can be definitely rated and which provide 
a guide for the classification of the less standardized positions, 
For example, the salary scales for deputy ministers (which are set 
by the Executive Council at a level somewhat above the top scale 
of the General Schedule) establish a ceiling for the relative 
rating of branch and division heads and other senior officers, 
Further down the scale, the classifications of various profes- 
sional groups who are employed in technical rather than admin- 
istrative capacities, such as the district engineers, district 
agriculturists, school division superintendents, architects, audit-~ 
ors, etc,, have been standardized and serve as yardsticks by which 
other positions classifiable at that general level can be rated, 
Further down again, the classifications of such standardized 
groups as engineering assistants, correspondents, stenographers, 
book-keeping machine operators and certain classes of inspectors 
serve similarly as a guide, 

a widely-held theory on position classification is that 
each position should be rated on the sole basis of the qualifica-~ 
tions, duties and responsibilities involved without reference to 
the capacities of the person occupying the position, Im some 
other public services where that  -rinciple is closely followed, 
it appears that much time and labour are expended on the elabora~- 
tion of precise specifications for each job in order to permit 
its classification with exactitude, the implication being that 
once that is done an employee made-to-measure can be found to 
fill it, The result too often is, however, that in two positions 
with exactly the same specifications and pay-ratings and filled 
by two employees who have identical qualifications, the capacity 
of one of these employees may prove to be 50 far below the other 
that the payment of identical salaries is unjustifiable in terms 


of actual worth, That situation may have a detrimental effect 
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upon the performance of the more capable employee, and a general 
consequence is that the lowest standard of performance tends to 
become the norm, also, exactitude in the specification of duties 
and responsibilities and in the application of pay-scales tends 
to generate an unwillingness on the part of some employees to 
undertake anything beyond the prescribed scope of duty. More-~ 
over, the inflexibility of this system makes it difficult or, at 
least, laborious to effect adjustments in classification that may 
be warranted by alterations in the duties of a position or a gene 
eral shortage of personnel in some particular group. 

It is the view of this Commission that this theory of 
classification is valid in practice only up to a point and that 
its application to the letter may only create more difficulties 
than it solves, we therefore regard it as a working guide to be 
used with some discrimination and to be modified in its applicae 
tion whenever employee-capacity appears as a possible variant tg 
be taken into account. It is this view which has led us to rew 
strict the standardization of job-specifications to a small num- 
ber of typical classes and to make ad hoc ratings of other posje 
tions according to their relationship to those groups. It can 
be charged against this policy that it does not completely do 
away with disparities in classification, but we have found that 
those which do occur are generally slight and they can be cor= 
rected with less trouble than would be the case under a more 
formalized system, we are satisfied, in any case, that any such 
disadvantages in this treatment of the classification problem are 
far more than offset by the facts that it is not over-burdened 
with stereotyped procedures and it avoids much of the rigidity 
which tends to stifle incentive and to place a premium on medio- 
crity of performance, 

During the past year the Commission has initiated a 
practife in its classification methods that has been welcomed 


by those departments in which it has been applied and which promises 
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to stimulate better work-performance, It consists simply of 
applying more than one grade of the General Salary Schedule to 
a given position, thereby extending the prospective range of 
salary farther into the future instead of stopping short at the 
maximum of the grade in which the beginning employee is placed, 
For example, the practice in the past was to classify resident 
highway engineers with little or no experience in a single grade 
corresponding approximately in pay-range to that of the present 
Grade 20, Under a general re-classification of engineering 
positions made in the spring of 1954, it was provided that re- 
sident highway engineers! positions would be classified in 
Grades 20 through 24, Thus the beginning resident engineer, whose 
future salary prospects were implicitly restricted to the max;.mum 
rate attainable within the five-year term of a single grade, is 
now assured that, subject to satisfactory service, he may within 
a nine-year period progress considerably beyond that salary limit. 
The extension of pay-ranges in this fashion has been 
applied during the past year to such classes of positions as en= 
gineers, architects, surveyors, auditors, book-keeping machine 
operators and certain classes of inspectors, and, to a limited 
extent, to certain stenographic and clerical positions. A con= 
dition of its application in all cases is that progress from the 
lower to the higher grade will be subject to satisfactory per- 
formance and a developed ability on the part of the employee to 
assume duties which are of greater responsibility although of 
the same nature, Its main advantage is that by holding out a 
definite prospect of eventual advancement to a salary rate con= 
siderably above the starting figure, it promotes initiative, pro~ 
mises recognition of application and experience, and discourages 
the inclination to look for greener fields af* sr a year or two 
of experience gained in the service, It also cbhviates the nec- 
essity for making individual re-classifications from the beginning 


grade to a higher on the grounds of assumption of greater respon~ 
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sibility, as well as the need for down-gradings when positions 
vacated by experienced employees are to be filled by beginners, 
Moreover, since the rate of each employee's progress through the 
whole range is left largely within the control of departmental 
management, it permits some differentiation in pay-rates based 
on relative efficiency, we believe that the further extension 
of this method of classifying positions to other classes of em- 
ployees to whom it can conveniently be applied will be conducive 
to improved efficiency and future stability in the service, 

In order to provide supervising officers in the various 
departments with some guidance on the principles and procedure to 
be observed in dealing with cases of classification, the Commis~ 
sion prepared and distributed in September a statement of pro= 
cedure in that connection, which is reproduced as appendix B of 
this report, It will be noted that this refers only to applicae 
tions made by a department for the classification or re-classifie 
cation of an individual position or class of positions, It has 
since been found advisable to make provision also for re=classie 
fications upon the initiative of the Commission, and a suitable 
procedure for dealing with such cases is now being worked out in 
consultation with the Joint Council. 

A major task of the Commission during 1954 consisted of 
an extensive revision of the General Salary Schedule in conjunction 
with the re-classification of the majority of senior positions in 
the service as well as a considerable number of positions in the 
junior and intermediate grades, This work commenced in May, 1954, 
and was practically completed so far as the junior and senior 
positions were concerned by the end of the year. a number of 
cases of re-classification in the intermediate grades still re- 
main to be dealt with. 

Before this revision, the General Schedule contained 
31 grades, the highest basic salary figure being $7,140.00. All 


the grades contained six "periods", the increments between periods 
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being graduated from 60,00 in the lower grades to $300.00 in 
the upper grades, The revisions made in the schedule were for 
the purposes of (a) changing the lowest increments from 60.00 
to $120.00 and (b) providing higher salary scales for senior 
positions classified in the upper grades, Fulfillment of the 
first objective involved alteration of the pay-scales in Grades 
1 to 9, while the latter necessitated graduated upward adjust- 
ments of the scales in Grades 13 to 31 and the addition of a 
further Grade 32, as a result the revised schedule, as made 
effective on July lst, 1954, by Orders-in-Council 1110/54 and 
144/54, took the form in which it appears in appendix A, 

The first of these orders, which dealt with Grades 1 
to 8, also provided for the granting of the initial 460.00 sal- 
are increase in Grade 1 after three to six months! service, for 
the establishment of eight classes of stenographic positions and 
their classification in Grades 1 to 11 and for the granting of 
immediate pay increases not exceeding $20.00 per annum to steno- 
graphic personnel, This action was taken with respect to steno- 
graphers! positions as staff shortages at that time demanded the 
provision of more attractive pay-scales for that class; the clas~ 
sifications so established also served as a yardstick for the 
subsequent classification or re-classification of other office 
positions in the lower grades. 

Order-in-Council 1144/54 established new pay scales in 
Grades 13 to 32 and authorized the re-classificatim of positions 
within those grades, The Commission had already made a prelim~ 
inary review of senior classifications and had prepared a list of 
tentative revisions, after passage of the order, discussions re~ 
garding the re-classification of senior positions were held with 
each department and final recommendations were then submitted to 
the Executive Council, These recommendations were approved and 
made effective on July lst, 1954, resulting in basic pay-scale 


increases of up to 18% and averaging 93% for about 400 senior 
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administrative, professional and inspectional personnel, with 
immediate pay increases averaging about 6% and ranging up to 
104% of their current salaries. 

Subsequently, the classifications of 109 positions in 
lower grades were reviewed and adjusted so as to place them in 
appropriate relationship to the re-classified senior positions, 
at the end of the year these adjustments had been completed in 
most departments, but a number of positions in the Departments 
of the attorney General, tducation and Lands and Forests still 
remained to be dealt with, 

xS a point of interest it may be mentioned here that 
in early October, when a number of the above-mentioned salary 
adjustments were still to be made, it became necessary in an-= 
other connection to determine the average rate of salary being 
paid to permanent staff employees under the purview of the 
‘Director of Personnel, and it was then found that for the 3,326 
employees in that category, their average salary rate, including 
cost-of-living bonus, as at September 30th, was 3,048.60 per annum, 

From time to time throughout the year the Commission 
also dealt with numerous applications for re-classification based 
on alteration of the duties of various positions, as well as the 
classification of a number of new positions. 

The number of positions newly classified or re-classified 
under the above procedures during 1954 were as summarized below: 

Number of positions re-classified in conjunction 

with salary schedule revisions: 573 

Number of positions re-classified by reason 

of alteration of duties; S29 


Number of new positions classified: 28h 





Total: 1,186 


Later in the year the Commission reviewed the classi-~- 
fications of senior positions on the staffs of the provincial 


gaols and recommended the establishment of revised pay-scales 
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commensurate with those which had becone effective under the Gen-~ 
eral Salary Schedule, These recommendations were made effective 
retroactively to July lst, 1954, by Order-in-Council 1760/54 
passed on December 20th, 

During the early months of 1954, minor revisions were 
recommended and made effective in the following schedules: Sched-= 
ule H.S.1 (Highway Hquipment nepair Shops Employees); Schedule 
M.B.1 (Power Plant Operators); Schedule P.wW.3 (Buildings Nainten- 
ance and Industrial Employees); and on april lst, 1954, a revised 
edition of Salary Schedule L.H.S.2 (Local Health Services Person~ 
nel), prepared and approved in December, 1953, came into effect, 
The revisions of these schedules had no connection with those 
made later in the General Salary Schedule. 

At different times during the year the Chairman was 
consulted with regard to the classification of various positions 
on the staffs of the alberta Liquor Control Board, the alberta 
Research Council, the University of Alberta, the Workmen's Com- 
pensation Board and the alcoholism Foundation of Alberta, It 
is the policy of these bodies to maintain staff pay-scales in 
commensurate relation with those in effect in the public service 
so far as comparisons can fairly be made, 

During 1954 the payment of a cost-of-living bonus, de- 
Signed to offset the current high costs of such necessities as 
food and clothing, was continued, This bonus is paid at a flat 
rate in addition to the basic salaries set out in the schedules 
and is received by all employees in the public service. The 
monthly bonus rete, adjusted every quarter year, is equal to 
$1.60 for every point by which the official Consumer Price Index 
for the first day of the preceding quarter~year exceeds 100 points, 
During 1954, the monthly bonus rates for each quarter were as fol- 
lows: 

January - March: $26.72 


april - June: . nD Whe 
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July - September: $24.96 
October - December: Ade Ge 
During the latter part of 1953, it had been found that 
the introduction of the 5-day work-week in July of that year had 
led to some complications and uncertainty in connection with the 
basis upon which annual rates of salary were to be converted to 
payments by the month or for shorter periods, after consultation 
between the Commission and the Provincial auditor's office, it 
was considered advisable in that connection to prepare and recom- 
mend the establishment of a set of regulations for the guidance 
of departmental payroll officers and to ensure uniformity in 
methods of procedure, These regulations, prepared jointly by 
the ,udit office and the Commission, were implemented as from 
the first day of January under the terms of Order-in-Council 


222/54. 


Recruitment, appointments and Promotion 

In this section of the report, reference is made only 
to employees under the administrative purview of the Director 
of Personnel; that is, those whose positions are classified under 
the General Salary Schedule, The recruitment, appointment and 
promotion of employees whose positions are classified under other 
schedules a:e under the direct administration of the departments 
in which they are employed, Statistical information with regard 
to the latter is not uniformly kept, but to indicate the approxi- 
mate numerical proportions of the two groups, it may be stated 
that in the provincial gaols, public health hospitals and insti- 
tutions and on the maintenance and industrial staffs of the agri- 
cultural schools, and the Departments of Highways and Public works, 
a total number of 926 employees were contributors under The Pub-~ 
lic Service Pension: act as at September 30th, 1954, as compared 
with 3,326 contributing employees under the purview of the Director 


of Personnel, 
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In addition to the latter groups (who, having been ap- 
pointed by order~in-council, are generally referred to as the 
permanent staff of the service), there are a number of so-called 
temporary employees under the administration of the Director of 
Personnel, These comprise (a) new employees who have not com~ 
pleted their first year of service, (b) married women whose hus- 
bands are employed elsewhere and whose appointments are for terms 
not exceeding one year, and (c) employees filling permanent staff 
positions who were over age 50 on entering the service and hence 
ineligible to become contributors under The Pension act. 

In filling vacancies in the servive, the general policy 
is to recruit new employees for the junior positions and, as far 
as possible, to fill the intermediate and senior positions by 
promotion, The object of this policy is to promote efficiency 
and stability in the service by developing staffs from adaptable 
“young men and women who can be afforded opportunities for advance- 
ment that will induce them to make their careers in the service, 

The necessity for such a policy became clearly evident 
during the post-war period when most departments were expanding 
their staffs and, in the face of heavy competition from other em- 
ployers, were often obliged to accept new employees of mediocre 
ability who in many cases were more interested in getting a year 
or two of training and experience that would qualify them for 
better-paid jobs elsewhere than in making careers in the service, 
It was a matter of common observation amongst supervisory officers 
that the over-all efficiency of their staffs was often seriously 
impaired by the presence of these transients, for they did not 
remain long enough to becouie really useful and the more senior 
staff inembers, whose normal responsibilities were in any case be-~ 
ing made heavier by the general expansion of work, were called 
upon to devote far@ more time than they could afford to the train- 


ing of new employees and to checking and correcting their work, 
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The natural consequence was a certain loss of effectiveness all 
along the line without any long-term advantage to show for Lv, 
Since the better of the new employees were quickest to leave and 
the poorer the more prone to remain, 

The introduction of the new Pension act in 1947 and the 
subsequent gradual improvement in salary scales had some remedial 
effect upon this state of affairs, but younger employees, gener- 
ally speaking, are not much influenced by eventual pension pros-~ 
pects and although they may find the pay scales in the junior 
grades attractive enough to begin with, that does not suffice to 
hold them in the service unless some opportunities for promotion 
lie ahead, «A successful recipe for the recruitment and retention 
of competent personnel must contain three main ingredients - first, 
acceptable rates of compensation in the form of salaries and pen- 
sions; second, a definite policy of promotion within the service 
offering the maximum of opportunity for advancement 3 and thirdly, 
sound recruitment procedures that will enable the service to find 
and select the personnel best suited to its needs, These last two 
requirements mean in practice that vacancies in the higher grades 
should, whenever possible, be filled by promotion from the lower 
grades, and that there must be proper conpetition on the basis of 
qualifications ability and merit in filling all vacancies, whether 
by promotion or recruitment, 

In pursuance of those principles, the Commission last 
year drew up a set of rules of procedure, to come officially 
into operation on January lst, 1955, for filling new ar vacant 
positions under the administrative purview of the Director of 
Personnel, uch of the procedure set out in these rules was al- 
ready develoned and being applied, but without written prescrip- 
tion, so that to that extent the rules are of a confirmatory 
nature, Beyond that, they serve to establish the following prin- 
ciples: 


*see Appendix C, 
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nhs Preference in filling a position above the junior level 
is to be given (subject to proper qualifications) first to employ= 
ees in the same department, and secondly to employees in other de- 
partinents before applications from outside the service are con- 
sidered. 

26 Proper notice of vacancies is to be given, so that all 
persons who may be qualified shall have the opportunity to apply. 
oh Selection from among the applicants is to be made pri- 
marily on the basis of qualifications for the position. 

4, Other factors being considered equal, selection is to 
be based on seniority in the service or department in cases of 
promotion. 

The rules also provide for the submission of annual re- 
ports on the performance and experience of every employee so that 
appropriate eligibility records may be maintained. The limits 
within which starting salaries may be established during the pro- 
bationary or initial period of employment are also defined, in 
order to reduce the wide variations of practice in that connection 
which have been troublesome in the past, 

During 1954 newspaper advertising of vacancies in the 
following classes of positions was published by the Director of 
Personnel: 

registered architects, mechanical engineers, and 

architectural and mechanical draughtsmen, 
Department of Public Works 

Draughtsmen for Department of Highways 

Civil Defence Instructors 

Teachers, School for the Deaf 

Stenographers and Typists 

Similar advertising was also published with respect to 
the following individual positions: 


Instructor in Food Services, Institute of Technology 
and Art, Calgary 
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Instructor in Telvision, Institute of Technology 
and art, Calgary 


Instructor in Steam Engineering, Institute of Tech- 
nology and art, Calgary 


Instructor in art, Agricultural Schools Branch 
Dietician and Dean of Girls, agricultural Schools Branch 
Forest Clerk, Clearwater Forest HKeserve 

assistant Crown Prosecutor 

Land Surveyor, idmonton Land Titles Office 

Instructor, apprenticeship Board 

Auditor, Board of Public Utility Commissioners 

Finance Secretary, Civil Defence Branch 

Co-ordinator of School Broadcasts 


Script uditor, School Broadcasts Branch 


The total cost of advertising for the above positions 
was $1427.00, 

During 1954, the total number of applications for em~ 
ployment filed at the office of the Director of Personnel was 
202, The corresponding total for 1953 was 3,0 (Le In both 
years, the majority of these applications were unsolicited, 

In the spring ..onths of 1954, as many as forty persons 
daily visited the Personnel Office to file applications. It had 
been customary for the Director of Personnel or his senior assis- 
tant to interview each applicant who appeared in person, but this 
heavy influx, together with the fact that vacancies were then re- 
latively few, led to a modification of that practice, It was also 
found that in nine cases out of ten, such applicants soon became 
unavailable through having obtained employment elsewhere, and us= 
ually cancelled their applications when notified later of a vacant 
position for which they appeared to be qualified, For these rea- 
sons it was decided (a) that uninvited applications would auto- 
matically expire after 3 months unless the applicant requested 
renewal for a further similar period, and (b) that uninvited ap- 
plicants would not be formally interviewed unless they particularly 


requested it or unless the information entered on the application 
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form indicated suitability for a listed or pending vacant posi- 
tion, This revised procedure has greatly reduced the time for-~ 
merly spent on unproductive interviews, without resulting in any 
loss of desirable recruits. 

Tabulation A below shows the number of appointments 
made during 1954 in the various departments of the service, It 
Should be noted that about one-third of the total number of tem~ 
porary appointments shown represents appointments of seasonal or 
limited duration, also, some three to four hundred represent new 
or renewed appointments of married women occupying positions other- 
wise classifiable as permanent, Most of the balance of the tempor- 
ary appointments represent new employees who will become eligible 
for permanent appointment on completion of a year of service, 

It should also be noted that about one-third of the total 
Shown for permanent appointments represent promotions from other 
permanent positions, The balance refers to employees given their 


initial permanent appointments during the year, 


Tabulation a, 


APPOINTMENTS aD DURING THs YRaR 1954 


Department Permanent Temporary Totals 
Agriculture and Water Resources 3h, 135 169 
attorney Generalts 80 148 228 
audit Office gs 2k, 35 
Economic affairs 2 25 Pa 
Education 55 133 188 
(includes Premier's 
Exewutive Council (Office, Legislative 3 20 23 


(assembly and Library, 
(Executive Council Of- 
(fice and Public Ser- 
(vice Commission Staffs, 


Highways 12 LS 7 229 
Industries and Labour 35 Sh, 119 
Lands and Forests 6h 181 225 
Mines and Minerals 29 5 80 


Municipal affairs ML 87 108 
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Department Permanent Temporary Totals 
Provincial Secretary's 26 93 119 
Public Health 18 78 96 
Public welfare 19 48 67 
Public Works 13 8A 99 
Treasury (including Treasury Branches) i101 2h7 348 


Totals - 589 1,591 2,180 


Tabulation B shows, by departments, the number of male 
and female employees recruited and promoted during 1954 to fill 
vacant positions under the purview of the Director of Personnel, 
The figures in this table cover both permanent and continuing 
temporary positions but do not include appointments of seasonal 
or limited duration, 

For several years the general shortage of female office 
personnel has made it necessary for all departments to employ a 
number of married women, The government!s policy in that connec- 
tion nas been that married women are not to be employed if suit- 
ably qualified single females can be found to fill the positions 
they occupy. although complete statistics for previous years are 
not available, it would appear that the tendency to employ married 
women has been increasing and, as Tabulation C shows, they now 
comprise an appreciable percentage of the total number of female 
employees in the provincial service, 

The Commission is not prepared to express an opinion 
as to whether the number of married female employees can or should 
be reduced, but from such statistics as are available elsewhere, 
it does not appear that the proportion of married women now in 
the service is higher than the average on the staffs of other 


large=scale employers, 
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staff Losses 

Although specific figures on staff losses through the 
resignation, retirement, dismissal and death of employees are not 
available for the years preceding 1954, a fairly clear trend to= 
wards reduction of staff turn-over during the latter part of 1953 
and throughout 1954 is discernible, 

Tabulation D shows, by departments, the number of sep- 
arations from the service during 1954 with respect to employees 
under the purview of the Director of Personnel, 

It is pointed out that the actual staff losses through 
resignation of permanent appointees were considerably fewer than 
the tabulatec figures would imply, inasmuch as they include a 
number of female employees who became married during the year and 
were then transferred from the permanent to the temporary staff, 
The figures for temporary staff resignations also include a num- 
ber of appointees engaged for limited periods, If due allowance 
for these cases is made, the actual staff losses from continuing 
positions becomes reduced to a total of approximately 900. On 
the basis of staff numbers totalling 4004 employees as at Decem= 
ber 3lst, 1954, this represents an average turnover rate Of 22 
per cent for the past year in the proportions of about 8 per cent 


for permanent appointees and 14 per cent for temporary employees, 
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Hours of Work and attendance 





During 1954, the five-day work-week, which had been 
established in July, 1953, for office staffs at Edmonton and 
Calgary, was made effective for office personnel in the major- 
ity of other centres throughout the province, It was also made 
applicable to the industrial and maintenance staffs of the Depart- 
ment of Public works and to employees in the equipment repair 
shops of the Department of Highways at Edmonton, Calgary and 
Fort Macleod, an amendment of The Land Titles act passed dur- 
ing the 1954 session of the Legislative assembly also permitted 
the introduction of a five-day week in the #dmonton and Calgary 
Land Titles Offices, 

The classes of employees working standardized hours 
to whom the five-day work-week does not apply are the staffs of 
the provincial gaols, the provincial agricultural schools, the 
institutions and hospitals of the Department of Health, employees 
of The Special areas Board, engineers, tradesmen and operating 
personnel in the Department of Public Works power pene and 
Treasury Branch personnel at various country points, 

Early in 1954 it was proposed by the Joint Council that 
an attempt be made to bring about greater uniformity in the var- 
ious regulations governing sick leave and annual holidays which 
apply to the public service and to the staffs of the Department 
of Health institutions, the alberta Liquor Control Board, the 
Workmen's Compensation Board, the Petroleum and Natural Gas Con- 
servation Board, larketing Services Limited, and the administra~ 
tive, operating and maintenance staffs of the University of alberta 
and the University Hospital, an examination of the regulations in 
force was undertaken and proposed uniform regulations were pre- 
pared by the Chairman of the Commission for consideration by the 
Joint Council and the various employing authorities, On that basis, 
negotiations were conducted during the remainder of the year. at 
the close of 1954 substantial agreement on the proposed uniform 


regulations had been reached, with the prospect of their imple- 
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mentation in the spring of 1955. 

With the exception of senior supervisory personnel, 
all employees under the purview of the Lirector of Personnel 
are required to record their attendance at work either by the 
use of automatic time registers or by the submission of weekly 
attendance reports, absence without loss of pay, as provided by 
the sick leave regulations, is allowed in cases of illness and 
in certain other circumstances such as bereavement or change of 
domicile; otherwise, pay is deducted in proportion to time lost, 
The total and per capita time lost by employees under the pur- 
view of the Director of Personnel during 1954 is shown, by de- 


partments, in Tabulation E below, 


Tabulation E 
TIME LOST BY &MPLOYonS, 1954 


Averages per employee 
Number of Total days Number of days Total days absence (days) 


Department employees of absence of absence al= of absence allowed with 


lowed with pay pay 





Agriculture and 


Water kesources 483 11514 6514 2639 1439 
attorney Generalts 54.6 24.21 1867 4.43 Bete 
audit Office 80 1,234 2803 5.29 ores 
Economic affairs 78 2,63 139 B5L5 | 1378 
Education 477 2739 10903 Sati 2429 
Executive Council,ete, 45 350 1533 7677 3.4L 
Highways 465 24,64, 1674, ech! 3.60 
Industries and Labour 335 18104 11.75% Db eLO Shee! 
Lands and Forests 650 32263 22173 4.96 3.26 
Mines and Minerals 202 12173 8453 6.02 held 
Municipal affairs 300 1411 1151 4.70 3.84 
Provincial Secretary | 157, 719 376 4.58 2.39 
Public Health 226 1227 649 5 3 2.87 
Public Welfare 163 7884 617% 4, 83 3.79 
Public Works 153 5333 3423 3.49 242k 
Treasury SCD 616 Ah2 4,08 eds 
Treasury Branches — 613 _ 1273 769% 2.08 Ege) 


Totals - 5,124 22,618 1A, 442 A Ad 2,82 
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Miscellaneous Activities 

Subsistence Hegulations, arly in 1954 the Commission 
was advised that the Executive Council had approved a revised 
set of regulations governing the payment of subsistence allow- 
ances to employees travelling on government business which the 
Commission had prepared in 1953, after a final review and some 
minor changes in wording, these regulations were made effective 
on april Ist, 1954, by Order-in-Council 425/54, subject to the 
exception of certain classes of employees for whom special rates 
might be deemed preferable, A further inquiry into the question 
of special rates by the Commission and the Departments concerned 
led to the establishment on July ist, 1954, of special subsis-~ 
tence schedules for certain classes of field and construction per~ 
sonnel employed on seasonal projects by the Departments of High- 


ways, Public works and Municipal affairs, 


Personnel Officers' Committee, During the year, eight 
meetings of the Personnel Officers! Committee were held and were 
attended by the Chairman and/or the Director of Personnel, The 
personnel officers are senior staff members of each department 
who have charge of personnel administration at the departmental 
level and serve as intermediaries between the various branches 
of each department and the Commission and the central Personnel 
Office, They collectively constitute the Personnel Officers! 
Committee which meets at frequent intervals to discuss common 
problems and to advise the Commission and the Director of Per- 
sonnel on the practical application of methods and procedures 
pertaining to staff wanagement, During the year the Committee 
gave the Commission much valuable assistance, particularly in 
connection with the preparation of the rules of procedure for 
filling vacancies and the revision of a number of the standard 
forms prescribed for use in the various phases of personnel ad- 


ministration, 
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Employees! Handbook, at the suggestion of the members 


of the Joint Council, the Chairman undertook the compilation of 

a small handbook containing in condensed form the various rules 
and regulations and general information on conditions of employ- 
ment which apply to members of the public service, This work 
was approaching completion at the end of the year and it is ex- 
pected that copies of the handbook will be available for distri-~ 
bution to all employees in the early spring of 1955, 

To conclude this report, the Commission wishes to ack~ 
nowledge with gratitude the suppprt it has received from the 
members of the Executive Council and the co-operation and as- 
sistance given by the supervisory officers of the various de- 
partments, We are also particularly indebted to the members 
of the Joint Council and to the Fersonnel Officers! Committee 
for their many useful suggestions and general aid in connection 
with the numerous matters which have occupied our attention dur- 


ing the past year, 
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Appendix B 


PUBLIC SERVICE COMMISSION 


PROCEDURE FOR THE CLASSIFICATION 
AND RE-CLASSIFICATION OF POSITIONS IN 
THE PUBLIC SERVICE 


The Public Service Act, 1954, provides that the Public 


Service Commission shall 


H(a) prepare suitable schedules, based on the duties, 
responsibilities and requisite qualifications of 
each position, specifying the classification and 
salary scales of employees in Division 2 of the 


Public Service;" 


"(b) prepare revisions of the schedules, as and when 
instructed to do so by the President of the 


Executive Council;" 


"(c) prepare rules and regulations governing the 


application of the schedules;" 


"(d) determine the classification of each new position 
created in the Public Service and all proposals 


for the re-classification of existing positions." 


Pursuant to the above provisions the following rules of 
procedure with respect to classification of positions are issued for 


the guidance of departmental officers. 


l. Classification means the evaluation of a position according 
to the type of work it entails, the weight of responsibility it in- 
volves and the qualifications which the person filling the position is 
required to have and on the basis of that evaluation, placing the 
position in one of the grades of the applicable salary schedule in 


its proper relationship to other positions of a similar typee 
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Qe The creation of new positions, tho allocation of new 
duties to existing positions and generally all docisions as to what 
work is to be done and by whom in any department are departmental. 
responsibilities. But if a new position of a typo not already 
classifisd is to be set up or if any substantial change is to be 
made in the duties attached to an existing position sot hat the 
application of a different salary scale seems warranted, the classi- 
fication of the new or altered position must first be determined by 
the Commission. In such cases, no commitment as to salary rate should 
be made by any departmental officer to any employee or prospective 
employee until the classification of the position to be filled has 


been determined by the Commission. 


36 Application to the Commission for the classification or 
re-classification of a position or class of positions may be made in 


the following cases: 


(a) when a new position is to be set up and the duties and 
responsibilities thereof are different in kind or 
degree from those of any classified position in the 


department; 


(p) when new duties, involving added responsibility, are to 
be attached to an existing position, or when the duties 


or responsibilities of a position are reduced or altered. 


(c) when difficulty is encountered in getting and retaining 
personnel in any position or class of positions on account 


of salary compevition from other employerse 


he Applications for the re-classification of positions should 
not be made ongrounds other than those stated in paragraph 3. An 
4ncreased volume of the same kind of work as the employee was already 
doing is not a valid reason for requesting re-classification of his 
position. In those circumstances, the emsloyee may be advanced toa 


higher salary rate within his established grade, in which case tha 
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he (cont'd. ) 

salary change should be mado on the employee's anniversary date or 
six months thereafter, and the approval of the Director or Personnel 
must be obtained. If the increased volume of work is such that the 
employee cannot properly cope with it, extra assistance should be 


obtained. 


5. Application for the classification or re~classification of 
a position must be made on an E.2 form in triplicate. The namo of the 
incumbent of the position should be entered on the third copy onlye 
These forms should be prepared by the head of the branch concerned, and 
must be endorsed by the Minister and Deputy Minister. In cases of 
re-classification, the reasons therefor must be explicitly stated on 
the form. The suggested pay scale should be based on the scales which 
apply to other positions at a similar level within the department. If 
@ comparison on that basis cannot readily be made, the Commission should 


be consulted before the E. 2 forms are preparede 


6. The personnel officer of the department is responsible for 
the submission of E.2 forms after they have been completed and signede 
They are forwarded by him to the Director of Personnel who places the 
original and duplicate before the Commission. When the classification 
for the position has been decided, the Chairman of the Commission 

informs the Deputy Minister by memorandum as to the grade in which the 


position has been placedo 


7. If there is a difference of opinion between the Commission 
and the department as to the appropriate classification of any position, 
the matter is taken up with the Deputy Minister by the Chairman. 

If agreement cannot be reached, the Commission makes its own decision 
and the department may then appeal to the Joint Council as provided 


by clause (c) of Subsection 31 (2) of The Public Service Act. 


8. When the classification of a position has beon determined, 


the personnel officer consults the Director of Personnel as to tho 
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8. (cont#d. ) 

salary rate at which the employee is to be paid, and the date of 
effect thereof. In cases of re-classification, the effective date of 
any change in salary rate will be the first day of the month in which the 
application for re~classification was submitted, unless for special 
reasons some other date is deemed appropriate. Whon the rate and dats 
have thus been decided, the Director of Personnel prepares the necessary 


recommendation for an implementing order-in-councile 


9. Upon passage of the order-in-council, the personnel officer 
should notify the employee concerned as to the classification of his 
position, any alteration in his salary rate and the date of effect 
thereof, which will thereafter be his anniversary date for future sal- 


ary increases within the established gradao 


10. If an employes considers that his position is improperly 
classified and the departmental officers concerned are not prepared to 
recommend a re-classification, the employes may appeal to Joint Council, 
through the Civil Service Association, under the provisions of clause 
(c) Subsection 31 (2) of the Act. In such cases, representations 
should not be made by the employee to the Commission. The Association 
will keep the Commission informed, and the Chairman of the Comnission 


will be consulted when the case is dealt with by the Joint Council. 
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DATED 


SEPTEMBER 14th, 1954. 
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Appendix ¢ 


RULES OF PROCEDURE FOR 
FILLING NEW OR VACANT POSITIONS 
IN DIVISION 2 OF THE PUBLIC SERVICE 


Ls For the purpose of maintaining up-to-date records of every 
employee's qualifications, experience and efficiency, an annual re- 
port, (Form C-5) with respect to each employee below the level of a 
branch head shall be: - 


(a) prepared and signed by the head of each 
branch, 


(b) countersigned by the Deputy Minister of 
the department concerned, and 


(c) forwarded by the Personnel Officer of the 
department to the Director of Personnel 
within one month before the employee's 
anniversary date. 


ae The Director of Personnel will maintain suitable records 
with respect to each employee and each unplaced applicant for em- 
ployment indicating the nature of the work in which he has had ex- 
perience, his educational and technical qualifications, his effic- 
lency rating as shown by the C-5 reports, his age, length of ser- 
vice and other particulars, which will permit his suitability for 
promotion or appointment to be appraised when a position for which 
he may be qualified is to be filled. 


3. In order that staff requirements may be foreseen and ten- 
tatively provided for, the Personnel Officer of each department 
will circularize each branch head every four months requesting in- 
formation as to vacancies that may arise or new positions in the 
branch that may have to be filled within the following four months. 
The information so obtained should indicate the nature of the work 
to be done, the required qualifications of the appointee and the 
proposed scale of pay for the position The reports thus obtained 
will be forwarded by the Personnel Officer to the Director of Per- 
sonnel. 


4, When a report indicates that a vacancy or new position is 
anticipated, the Director of Personnel will have his employee and 
applicant records examined in order to ascertain whether there are 
any persons in the service or among the unplaced applicants who 
may be qualified to fill the position, The names of such persons 
will be listed and held by the Director of Personnel, pending 
later receipt of definite advice from the department that a vacancy 
or opening exists If it appears doubtful that the position can 
be filled from these sources or if the choice of appointees they 
offer is limited, the Director of Personnel will advise the Per- 
sonnel Officer that when the department is ready to fill the posi- 
tion, other candidates should be sought by advertising according 
to the procedure outlined in paragraph 5 (6). 


ai When it is definitely known that a vacant or new position 
is to be filled, the procedure shall be as follows: 


(1) A vacancy notice form (Form C-6) shall be forwarded 
by the Personnel Officer to the Director of Personnel. 


(2) In the case of a new position or when any material 
change in the duties of a vacant position is proposed, 
an E.2 form in triplicate shall be forwarded with the 
C-6 form to the Director of Personnel, so that the 
position may be classified or re-classified before 
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applications are obtained In no case shall any com- 
mitment as to salary rate or choice of appointee be 
made to any prospective applicant by any departmental 
officer until an appointee has been selected in accord- 
ance with the procedure set out in these rules. 


(3) The classification of the position having been estab- 
lished, the Director of Personnel and the departmental 
officers concerned will, jointly decide - 


(a) whether a promotion within the department can 
immediately be made or 


(b) whether applications from outside the service 
are cto. be invited,or 


(c) whether applications are to be obtained from the 
service only or the department only. 


If a promotion within the department can 
immediately be made, the department will submit 
C-7 forms, as set out in paragraph 5 (9). 


(4) If applications from within the department only are to 
be considered, the department will take appropriate 
steps to inform prospective applicants of the vacancy. 
Applications will be made in writing to the Deputy 
Minister, and the selection of an appointee will be 
made by the Deputy Minister and the branch head con- 
cerned, subject to the approval of the Minister and 
the Director of Personnel. 


(5) If applications from the service as a whole are to be 
invited or if the procedure under paragraph (41) sfaile 
to produce a suitably qualified applicant, the Director 
of Personnel will have notices of the position prepared 
and posted on Public Service Commission bulletin boards 
in the various provincial buildings. The applications 
so obtained are to be made in writing to the Director of 
Personnel. 


(6) If applications from outside the service are to be in- 
vited or if the procedure under paragraph (5) fails to 
produce a suitably qualified applicant, the Director 
of Personnel will publish advertisements regarding the 
position in suitable newspapers and/or periodicals. 
The cost of such advertising will be borne by the de- 
partment concerned. The applications so obtained may 
be from within or outside the service and are to be 
made in writing to the Director of Personnel. 


(7) (a) If the position is one which is classified in 
Grade 14 or lower, the applications received under 
paragraphs (5) or (6) will be checked by the Director 
of Personnel and the three applicants who appear to 
be best qualified for the position will be sent by 
him. to be interviewed by the head of the branch in 
which the position is to be filled. From these three 
the branch head may select an appointee. If none of 
the three candidates interviewed is acceptable, the 
branch head may interview as many of the other appli - 
cants as he wishes. 


(b) The selection made by the branch head at this 
stage will be provisional, and should not be communi - 


. 


itn iva “os GY a1 entities ote 
wl gate rorya “ho éafeto so Seid VeEieo oF wh Jeers lit 
La atm ap wo dl dioegotllote serifeatiqw! yas OF Saat 
loons fab ols iow wal sion fogs at LITA, teGkiae 
pent ic [on @yNhesvauy 9 agtw Soe 





; Lo weivot’ wool ac fy °c Werf lened ; grt! ip) 
‘ : specu ya's TO intcoaork) al? fees ; 
i s fPwerrenios ewealls 


a 


lass aft; solftomete » “aditanty te) A 

"fH Bok Sa a ifwonre 

Pat 

wh, 7 ae a ¢7] j ian MAA Sstiv > 

H ; é 
; ? j { +] “Le 

i { 7 7 { i\ \ } 
T t j ‘ ¥ { a a 

P| j 719 # Th 

a y, it Oe aI 
AVS i ory ” 


‘ 
{a5 iogaa ‘Ty is 


owhiowes ad 
F ai j treo) OF UGous 
wmoifeas SLaga Me 
bys »tTavelain<. : 
MH oviw i” \o sham 
avo tite sid ' ' o4ve ,feasso 
oat Ts ®oopes) east 
re Lites figgeg 2] aj 
. uUbenoyy wif tl se Bafivasl 
fy Yate a HOLE OS 
aon AN vei Liev jeknoesead Ic 
i r yee [a oo 3460200 fm 
l an S Lee Ov] avi Tay Noe 
vt ein “4 = . ooo «ad od Ste hosttateas Ga 7 
who 7 
Bs ves ‘fituseo mort enottantiqge ti (3) 
a's m atvbesgig add if sa Bagi 
mOvost 2T wethjio beliliaep yidaliiua @& ember 


mf Galuviags1 alcageuivisevbe detidug Li iw Lennostel ts 
; ac \tne wivgedewnn sidadiog at GOL? I'sog 
-o ef! of aemrtad of Lite gulsie¢esvie dome Yo deoo <a? 
You Setadvo op ateiierc§dqn ofT <peaecndo diempuag - 
of of ot felg soivien wile ohdeteo =o gbhititv a od - 
mtiseist To inioest ade oF suieiw at sbar = 


« hie > 






tut a ee a? sogtin aad @) “ore t sig 2F fal 0 


wo ea tant aN oe arta 
Pre. ade Us. D 


cated by him to the applicant concerned Having made 
a choice, the branch head will notify the Director of 
Personnel by telephone, and if the selection so made is 
approved by the Director of Personnel, the branch head 
will then report the choice to the Deputy Minister. 


(8) If the position is one which is classified higher than 
Grade 14, the applications received under paragraphs 
(5) or (6) will be appraised by the Director of Person- 
nel and the head of the branch, and they will select 
not fewer than the best three applicants for interviews 
by the appropriate departmental officer or officers and 
the Director of Personnel. If the position to be filled 
is one of senior rank, the Deputy Minister should be one 
of the interviewers. The provisional selection of an 
appointee will then be made and reported to the Deputy 
Minister and/or Minister. — 


(9) When a provisional selection made under paragraphs (7) 
or (8) has been reported to the Deputy Minister, the 
final choice of an appointee will be made by him and/or 
the Minister. The personnel officer will then prepare 
an initial appointment form, (Form C-7) in duplicate, 
which shall be signed by the branch head, the Deputy 
Minister and the Minister and shall be forwarded to the 
Director of Personnel. The Director of Personnel will 
sign the C-7 form and will return one copy to the per- 
sonnel officer. At that time, the Director of Personnel 
will make such arrangements as may be necessary with re- 
gard to the date on which the applicant is to assume his 
duties, his initial salary rate and, if the applicant is 
an employee of another department, with regard to his 
transfer to the position to be filled. On completion of 
these arrangements, the Director of Personnel will offic- 
ially notify the applicant and will advise the personnel 
officer of the department regarding the arrangements made. 


(10) The selected appointee will report for duty on such 
date as may be arranged by the Director of Personnel. 
In the case of new employees, each appointee shall re- 
port initially to the office of the Director of Person- 
nel so that he may obtain such instructions as are nec- 
essary with regard to recording his attendance, submit- 
tingeproor Of age, etc. 


6. The initial status and salary of an appointee will be deter- 
mined according to the following rules, the application of which will 
be subject to approval by the Director of Personnel: 


(1) In the case of a new employee, his initial appointment 
will be temporary and probationary for one year from 
the date of commencement of his service. 


(2) In the case of a promoted or transferred employee, his 
new appointment may be for such probationary period not 
exceeding one year as may be recommended by the Deputy 
Minister and approved by the Director of Personnel. 


(3) If the appointee selected is considered to be insuffic- 
iently experienced, he may be appointed initially in an 
acting capacity for not longer than one year at a salary 
not more than two periods below the minimum rate of the 
grade established for the position. After not less than 
three months, according to the improvement made in his 


efficiency. 
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(a) his salary may be increased by one period, or 


(b) his employment in an acting capacity may be ter- 
minated and his salary may be increased to the 
minimum rate of the established grade. 


If the appointee selected has had sufficient experience 
in the work to be done to warrant starting him at a 
higher salary than the minumum rate for the grade, he 
may be paid initially at the rate for the second or 
third period of the grade, subject to the approval of 
the Deputy Minister; provided that in the case of an 
employee who has been promoted, his initial salary shall 
not be less than his salary prior to promotion. 


If, in any exceptional case, any departure from these rules 


is considered desirable, the approval of the Director of Personnel 
shall first be obtained. 
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